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CHAPTER I 
INTRODUCTION 
Statement of Problem 
The general purpose of this thesis was to make a follow-up 
stuqy of the 1949 and 1950 business graduates of Manchester Central 
High School, Manchester, New Hampshire, to determine how well the 
existing curriculwn has prepared the graduates to meet the require-
ments of business and to obtain data which may be helpful in improv-
ing the business education program. 
Analysis of Problem 
In order to .carry out the purposes of this follow-up stuqy, 
these subordinate problems were formulat ed: 
1. How many graduates were employed in the kind of posi tions 
for which they were trained? 
2. How much time elapsed between graduation and init ial em-
ployment? 
3. How many graduates secured additional business training? 
4. What was the average salary of the graduates? 
5. How was the first job secured? 
6. What suggestions and comments did graduates make for 
future curriculum revision? 
Importance of the Problem 
A follow-up stuqy ha·s never been made of the business gradu-
ates of Manchester Central High School~ Such a stuqy will evaluate 
the business curriculum and its effectiveness in preparing students 
to enter business. The types of positions available in the community 
will also serve as a basis for better guidance for future students 
in the commercial curriculum. 
Justification of the Problem 
The need for training office workers becomes apparent when 
careful consideration is given to the _large number of individuals 
who enter these occupations each year, the great turnover of office 
workers, and the large number of failures among office workers. 
In a stuqy made by H. c. Huntl to find out causes of discharge 
and failure to achieve promotion, 76 corporations were surve,yed. Of 
those people discharged, only 10.1 per cent lacked the skills needed 
on the job, but· 89.9 per cent lacked the necessar.y personalit,y quali-
fications. Only 23.5 per cent failed to be promoted because of lack 
of essential skill, but 76.5 per cent lost their chance because the,y 
lacked some necessary character trait. 
The following table gives the result of this stuqy in great 
detail. 
lHunt, H. c., "Why People Lose Their Jobs or Aren't Promoted," 
Personnel Journal, 1934-1936, 14:227, 1935-1936. 
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TABLE I 
WHY PEOPLE LOSE THEIR JOBS OR 
ARE NOT PROMOTED 
Groups 
Deficiencies Discharge No Promotion 
Lack of specific skills in: 
Shorthand 
Typewriting 
English 
Dictaphone 
Arithmeti c 
Office Machines (use of) 
Bookkeeping 
Spelling 
Penmanship 
Total 
Character Traits: 
Carelessness 
Non Cooperation 
Laziness 
Absence, for causes other 
than illness 
Dishonesty 
Attention to outs ide things 
Lack of initiative 
Lack of ambition 
Tardiness 
Insufficient care of and 
improper clothing 
Self-satisfacti on 
Irresponsibility 
Unadaptability 
Absence due to illness 
Total 
(Per cent) (Per cent) 
2.2 3.2 
1.6 2.4 
1.6 5.2 
1.3 1.6 
1.3 3.0 
.9 2.2 
.6 1.4 
.6 2.7 
.o 1.8 
10.1 23.5 
14.1 7.9 
10.7 6.7 
10.3 6.4 
8.5 3.7 
8.1 1.2 
7.9 5.6 
7.6 10.9 
7.2 9.7 
2.2 3.3 
1.6 3.0 
.9 4.4 
.J .a 
.J 1.4 
.o 2.4 
89.9 76.5 
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In a stuqy made by Brewerl to find "Reasons for Discharge or 
for Quitting Work, " the results point in the same direction . 
The following t able summarizes the reasons why industrial 
organizations discharged 4,375 employees. 
TABLE II 
REASONS FOR DISCHARGE OR FOR QUITTING NUMBER PER CENT 
WORK 
A. Lack of skill or technical knowledge: 
1 . Incompetence 1,110 
2. Slowness 200 
3. Physical~ unadapted 170 
4. Spoiling too much work 16 
Total 1,496 
B. Lack of job wisdom: 
1. Insubor dination 486 
2. General unreliability 453 
3. Absenteei sm 442 
4. Laziness 317 
5. Trouble making 179 
6. Drinking 179 
7. Violati on 142 
B. Carelessness 120 
9. Fighting 104 
10. Mi sconduct 100 
11. Dishonesty 91 
12 . Loafing or sl eeping 77 
13. Dissatisfied 23 
14. Habitual loiterer 17 
15. Miscellaneous 149 
Total 2,879 
lBr ewer, J . M., "Religion and Vocat ional Success," 
Rel igious Education, Januar,y, 1930. PP• l-3 . 
25 . 3 
4. 6 
3. 9 
. 4 
34.2 
11.1 
10.4 
10.1 
7. 2 
4 .1 
4 .1 
3. 2 
2. 7 
2.4 
2.3 
2.1 
1 . 8 
.5 
.4 
3.4 
65 .8 
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Table II indicates that a large number of people lose their 
jobs because of lack of training in personal traits and work habits. 
Therefore, some type of education should be provided to help the 
graduates in their initial employment and to help in promotion in 
their jobs. 
Efforts have been made to adjust the busL~ess curriculum to 
the requirements of the local community. Tonnel presents strong 
needs for a community survey as a basis for analyzing and revising 
the curriculum as follows: 
An outstanding characteristic of public secon-
dary-school education is its remarkable growth. In 
1900 there were only about one-half million pupils in 
high schools; while today there are far more than six 
million, not including over a million in some form of 
junior high school. At present, at least two-thirds 
of all persons between the ages of fourteen and seven-
teen inclusive are in high school--in ma~ communities 
almost 95 per cent--while in 1900 there were far less 
than 10 per cent. This shows that the American Public 
is increasingly interested in maintaining high schools, 
and it is also an indication of the fact that boys and 
girls up to their eighteenth birthday are not particu-
larly wanted in industry or in business. To some extent 
the high schools have changed their courses, methods, 
and organizational set-up to meet the· needs and interests 
of a vastly larger proportion of boys and girls. 
Curriculums are too frequently based on tradition; on the per-
sonal opinions of superintendents, principals or heads of business 
5. 
departments; or on the curriculums of other communities. Standards of 
achievement are too often representative of the classroom rather than 
the business office. 
lTorme, Herbert A., "Principles of Business Education," 
The Gregg Publishing Company, 1947, N~w York, p . 259 . . 
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This stuqy should be of much help to those administrators who 
are thinking of revising curriculums for secondary schools in indus-
trial cities similar to Manchester, New Hampshire. 
This study should be of considerable value to new and experi-
enced teachers in Manchester, New Hampshire, in aiding them to plan 
th~ir class work. 
This study should be of help to students in that they will be 
able to understand the difficulties of business graduates when they 
bridge the gap from school to industry. 
A questionnaire was submitted to the graduates of the 1949 and 
1950 business graduates to determine what subjects in the curriculum 
were most helpful and what subjects should be revised to meet the 
needs of job activities. 
Delimitation of the Problem 
The stuqy was limited to a study of the 157 graduates of the 
business curriculum of Manchester Central High School in 1949 and 
1950. 
Organization of Chapters 
In carr.ying out this stuqy and reporting the findings, the 
following chapters were developed: 
Chapter I contains an introduction to the stuqy, including 
the statement and the nature of the problem. Chapter II explains 
the background of the stuqy and gives pertinent information regard-
ing the community. Chapter III serves as a review of the related 
literature which formed the background for this study. Chapter IV 
presents the procedure used in carrying out this study. Chapter V 
and VI present the information and tables compiled from the data 
sheets and check list. Based upon the findings of the study, recom-
mendations for improving the curriculum of the business department 
of Manchester Central High School were made in Chapter VII. 
7 
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CHAPTER II 
BACKGROUND OF STJDY 
The city of Manchester, New Hampshire, is located in the 
southeastern part of New England. Manchester is the largest city 
in New Hampshire and is known familiarly as the "Queen City" of 
the "Granite State". According to the United States Census of 1950, 
the city has a population of 82,581. Manchester is an industrial 
city, whose 1,000 firms employ about 31,000 persons. 
Manchester's industrial firms manufacture a wide variety of 
products. Below are listed some of the classifications under vmich 
they are found: 
Abrasives 
Awnings 
Boxes and Containers 
Brushes 
Canners 
Caskets 
Chemicals 
Clothing 
Furniture 
Gauze and Cheese cloth 
Hampers 
Hosiery 
Meat products 
Narrow fabrics 
Novelty fabrics 
Paper 
Polishes 
Rugs 
Shoe Supplies 
Soups 
Springs 
Steel tires 
Webbing 
Worsteds 
Braids 
Ca,binets 
Cards 
Castings 
Cigars 
Dies 
Electrical equipment 
Fire escapes 
Granite 
Hatcheries 
Ice cream.' 
Knit goods 
Lumber 
Mattresses 
Monuments 
Needles 
Oil filters 
Plastics and plywoods 
Poultry 
Rayon products 
Rubber products 
Rupture supports 
Shoes and slippers 
Signs 
Tires 
Vaults 
Woolens 
Yarn 
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Manchester is the. financial center of the state. The city 
has three national banks, two trust companies, and eight savings 
banks and savings institutions. Approximately 1,160 retail stores 
and specialty shops are located in Manchester. About 50 wholesale 
establishments serve the city. Manchester is the home of the on~ 
state-wide newspaper with a dai~ circulation of 48,902. The New 
Hampshire headquarters for many of the major insurance companies of 
the countr,y are located in Manchester. It is the home of the New 
Hampshire Fire Insurance Company, one of the largest firms of its 
kind in the world. 
Manchester has a great number of schools. Forty-eight grade 
schools, nine high schools, two business colleges, and one state 
trade school serve the city. St. Anselm ' s College for men is located 
in the outskirts of the community; Mt. St. Mary's College for women 
j_s located in nearby Hooksett. 
Manchester Central High School is a four-year hi gh school. 
In 1949 Manchester Central High School had a total enrollment of 
1,497 students. Four hundred eighty-nine students were taking the 
business course. Of this number, 132 were in Grade IX; 141, in 
Grade X; 124, in Grade XI; and 92, in Grade XII. 
In 1950 Manchester Central High School had a total enrollment 
of 1,538. Four hundred seventy-one students were enrolled in the 
business course. Of this number, 128 were in Grade IX; 148, in Grade X; 
108, in Grade XI; and 87, in Gr ade XII. 
10. 
The following are the required and elective business training 
subjects offered students in the business curriculum: 
REQUIRED 
First Year 
English 
General Science 
Jr. Business Training 
Second Year 
English 
Typewriting 
Commercial Geography 
Third Year 
English 
United States History 
Bookkeeping I 
Stenography I 
Fourth Year - Secretarial 
English 
stenography II 
Economics - lst Half Year 
Bookkeeping II - 2nd Half Year 
Commercial Law- lst Half .Year 
Office Training - 2nd Half Year 
Fourth Year - Clerical 
English 
Bookkeeping II 
Economics 
Type II 
ELECTIVE 
Choose One 
Civics 
French I 
Art& 
Choose Two 
French II 
Histor.y of Civilization 
Foods and Clothing (sp) 
Ar"t* 
No Electives 
No Electives 
Choose One 
Family Relations 
Foods and Clothing (sp) 
Modern Histor.y 
General Chemistr,y 
Office Training - lst Half Year 
Commercial Law - 2nd Half Year 
*Pupils must have approval of the supervisor of this subject. 
During the first year in high school, emphasis is placed on 
general education. During the second year, the basic skills are 
introduced. The business student enrolls in typewriting. In the 
third year, skill courses are stressed, such as bookkeeping, type-
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writing, and stenography. Thlring the junior year, each business stu-
dent is screened careful~ in the skilled subjects. Unless a student 
attains a grade of at least 80 in Stenography I, he is not permitted 
to select Stenography II in the Senior year. 
In the fourth year, the course of stuqy is divided into two 
groups. The Secretarial Course is limited to the student whose 
grade, 80 or over, entitles him to further specialized training in 
stenography. The Clerical Course is offered to the student not 
adept in stenography but whose skills can be utilized in bookkeeping 
and typewriting. To all business students a practical course in office 
training is given. 
At Manchester Central High School the placement officer is a 
member of the business department. In this capacity he is able to 
contact and guide the .students into jobs most suitable to their indi-
vidual personalities. 
The school should make it possible for pupils to get all the 
information and skills that are required to quali£.1 them for posi-
tions. At Manchester High School Central, the following machines 
and equipment are available for training purposes: 
130 Typewriters 
8 Key-driven calculators 
3 Crank calculators 
1 Monroe electric calculator . 
1 Rex-o-Graph duplicating machine 
2 Burroughs adding-listing 
2 Mimeographs 
1 Mimeoscope 
2 Ediphones 
1 Tiictaphone 
1 Record Shaver machine 
1 Dictaphone dictating machine unit 
1 Monroe Bookkeeping machine 
Filing Supplies 
Telephone Switchboard 
12. 
Manchester High School Central has four typewriting rooms, 
two bookkeeping rooms, and one roam where the office training course 
is taught. 
Ample opportunities are provided for the business students to 
practice and develop skills in manipulating business machines and 
equipment commo~ found and used in various firms. 
13. 
CHAPTER III 
REVIEW OF RELATED STUDIES 
Business education has a variety of aims, and the curri-
culums- in the secondar,y schools were developed to achieve those 
purposes. Tne ear~ business curriculums made it c ompulsory for 
students to prepare for two distinct occupations, stenography and 
bookkeeping. The fact that some pupils might be adept in steno-
graphy and yet fail to master the intricacies of bookkeeping was not 
recognized. Thus, many who lacked one kind of ability dropped out 
of high school and entered private business school to specialize 
in the work in which they were particular~ interested. 
Gradual~ there came a change. Increased attention to indi-
vidual differences among students led to the establishment of a 
bookkeeping curriculum and a stenographic curriculum. 
Further progress was made with the realization by business 
educators that bookkeepers and stenographers represented a compara-
tive~ small percentage of business employees. They were aware 
that the largest groups of business workers were salespeople and 
clerical workers. Efforts were made to incorporate into the busi-
ness curriculum training in these fields of "selling and clerical 
sequences"• 
This study was undertaken to determine how well the existing 
curriculum of Manchester Central High School has prepared the gradu-
ates to meet the requirements of business. 
14. 
Surveys have been conducted in many cities and towns to deter-
mine the trainirig needed for employment in business. A review of 
some of these surve,ys and the findings follow. 
ayanl conducted a survey in Nashua High School, Nashua, New 
Hampshire. This stuqy was limited to the 150 business graduates. 
The major purpose was to evaluate the program of instruction in 
the office skills and job counseling services offered students and 
graduates of the vocational business education curriculum of Nashua 
High School. The survey was carried out by questionnaire technique 
of research. Primary aims were to determine which sldlls and abili-
ties were most commonly used by high school graduates in beginning 
office jobs and whether preparation was adequate for reasonably 
satisfactory job adjustment in the opinion of the graduates. 
Based on the findings of this study, the following recom-
mendations were made: 
1. Duties and office activities of a general clerical 
nature far outnumbered the specialized type of 
activities, such as stenographic and bookkeeping 
activities, in both number and degree of frequen-
cies. 
2. Typing and filing activities were the most numer-
ous and the most commonly advocated for school 
training qy the graduates. 
3. The office machines most fre~tently used were the 
Burroughs Adding Machine, the Moriroe or rotary-type 
calculator, and the Comptometer or key-driven cal-
culating machine. Addition was performed more 
than aqy other process used on the Comptometer. 
layan, M. A., "A Job-Activity Analysis and Follow-up Study of 
1946, 1947, ~ 1948 Busiii'ess Department Graduates of Nashua 4igh School, 
Nashua, New Hampshire, Master's Thesis, Boston University, 19 9. 
.5. 
6. 
Duplicating machine operation was not required on 
ver,y many beginning office jobs, although prepara-
tion for this type of office work received ¢ajor 
emphasis in the high school training program at the 
time of this stuqy • 
Answering the telephone, meeting callers, office 
housekeeping, and composing letters at the typewriter 
are activities which rate high in the list of fre-
quently performed office activities, although these 
do not receive major emphasis in high school prepara-
tion for office jobs. Preparation for these activi-
ties should be provided for by the school in the 
opinion of the majority of graduates. 
·while manufacturing types of businesses and large 
size offices employed the greatest number of high 
school graduates, employment was obtained in a wide 
variet,y of offices and business concerns. 
Very few responses indicated that office activities 
tend to be specialized in the local community.l 
In Gardner, Massachusetts, Thatcher2 made a detailed stuqy of 
the job activities of the graduates of the business department of 
Gardner High School. 
1.5. 
The· major problem of this study was to determine for curriculum 
revision purposes the activities and duties most frequent~ performed 
by office workers, and to deterwdne the effectiveness of the business 
education program. 
To secure-information for this study, questionnaires were 
sent to the business graduates of 1947, 1948, and 1949 of Gardner 
High School. 
After summarizing the returns, Thatcher made the following 
1IbJ."d, 79 80 PP• - • 
2Thatcher, c. A., ! !!££-Activity Analysis ~ Follovr-up StuQy 
of 1947, 1948, and 19.50 Graduates of the Business Tiepartment of Gardner 
H"~h.School, Gardner, Massachusetts, Master 's Thesis, Boston University, 
conclusions: 
1. Teachers in Gardner High School should plan the 
content of the typewriting courses to develop skill 
in performing the typing activities most frequently 
performed b,y office workers. The ability to com-
pose at the typewriter should be developed early 
in the course so that the students will be profi-
cient in composing letters at' the typewriter by 
the time of graduation. 
2. Two years of bookkeeping instructions in the high 
school should be sufficient to provide the students 
with a thorough knowledge of the bookkeeping cycle 
and develop adequate skill in performing the book-
keeping activities on the job. One year of book-
keeping instruction should be sufficient for 
clerical workers to help them understand the impor-
tance of many clerical jobs. 
3. In the stenographic course more time should be 
available to develop greater skill in taking dic-
tation and transcription. Only those students 
who show marked ability in shorthand should be 
encouraged to take a second year in this course, 
and the others should be encouraged to take a 
clerical course. 
4 • . Since filing ranked highest in total frequency, 
Gardner High School should offer more training in 
this area. A clerical practice course should be 
organized for the twelfth grade where instruction 
in filing and other general office activities is 
available. Drill in simple arithmetic should be 
included in a clerical practice course. 
5. Gardner High School should have a separate office 
machines laborator,y. students should be taught 
correct fingering and to learn to operate these 
machines by touch. More students should be en-
couraged to take advantage of the opportunity of 
learning the operatic~ of machines which are used 
in the local offices. 
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Cameral conducted a follow-up stuqy to determine to what 
extent the training at the X Secretarial School had aided students, 
and to suggest a revised secretarial course of study, if it seemed 
advisable, to meet the demands of the businessmen. Nearly every-
one responding to the questionnaire was more than satisfied with 
her training at the secretarial school, but a few gave suggestions 
along the lines of shorthand and typewriting. SUggestions were 
made that more shorthand should be taught with short cuts and tran-
scriptions for speed. The consensus of opinion was that more time 
should be spent on typing figures instead of stressing speed tests. 
Practical lmovrledge with all makes of typewriters was recommended • . 
Hogan2 made a study to evaluate the commercial curriculum 
of the B. M. c. Durfee High School in FaLl River, Massachusetts, 
and to make suggestions for its improvement. The information was 
obtained ~J sending out questionnaires to the commercial graduates 
of the classes of 1943 t hough 1947, inclusive. There were 868 
questionnaires sent out. Based on her findings, Hogan summarized 
as follows: 
1. It is possible to determine ~at subjects of the 
commercial curricul1un are meeting the needs of 
students. 
lcamera, M. J ., ! Follow-Up of the Students .££ ! Secretarial 
School, Master's Thesis, Boston University, 1948. 
2Hogan, H. I.., A Follow-Up Study of the Commercial Graduates 
of ~ Classes of 1943-1947 of ~ B~c:-Dlirlee High School, 
Fall , River, Massachusetts, Master's Thesis, Boston University, 1948. ---·~--
-2. Students who were enrolled in the Stenographic 
Division and Accounting Division while in High 
School had been successful in securing office 
jobs. 
Carlson1 conducted a survey of the employability of high 
school graduates. To ascertain the employability of high school 
business graduates, she limited this stuqy to selected groups of 
businessmen in the Boston-Worcester area. Her aims were: 
1. To discover the strong and weak points in the 
teaching of our high school business course. 
2. To discover the steps which business and the 
schools can take together to improve existing 
conditions • 
. Carlson had personal interviews with 20 representative 
employers. She obtained additional information by submitting a 
questionnaire-letter to 43 representative business firms in the 
Boston-Worcester area. The questions in this letter attempted to 
18. 
compare the traits considered necessar,y for employability by these firms 
with the degree to which the high school business graduates posses them. 
The findings of the survey were: 
1. The requirements of shorthand and typewriting 
proficiency were not unusually high. 
2. The business teachers in the high school were 
teaching adequately as far as the speed ele-
ment was concerned. 
lcarlson, G. A., Reactions of Selected (60) Businessmen 
Relative to ~ Employability of High School Business Course 
GraduatesL Master's Thesis, Boston University, 1946. 
3. More filing practice is essential in order to 
insure efficiency in business firms. 
19. 
4. All firms were in accord regarding the spelling 
deficiencies of the graduates. 
5. It was concluded that schools should teach 
practical problem-solving arithmetic or simple 
bookkeeping. 
One of the first job analysis studies to be made that 
was of same assistance to business education teachers in making 
their instruction more practical was Analysis of Secretarial 
futies and Traits by w. W. Charters and Isadore B. Whitley. 
The study was conducted by Charters and Whitley! and financed 
by the National Junior Personnel Service. The investigators 
attempted to find out what the secretaries actually did en 
the job and what traits were essential for success on the job. 
The study has a popular as well as a scientific import. It 
contains suggeetions for employers and employees as well as 
for educators and counselors. 
Reviewing the preceding types of surveys, as well as 
studying the procedures followed in carr-.Ying out the problem 
in each case, was an aid in _determining the procechlre to be 
followed in conducting the follow-up study of the Manchester 
lCharters, w. w. and Whitley, Isadore B., Analysis of 
Secretarial Duties and Traits, Williams and Wilkins Co., 
Baltimore, 1924. l80pp. 
20. 
Central High business graduates of 1949 and 1950. The proce-
dures which were decided upon are explained in the ensuing 
chapter. 
21 
CHAPTER IV 
METHODS OF PROCEDURE 
The speci fic purpose of this study, as stated in 
Chapter I, was t o determine how well the existing curriculum 
has prepared the graduates of Manchester Central High School 
to meet the requirements of business and to obtain data 
which may be helpful in i mproving the business education pro-
gram. The study was concerned also with ascertaining job 
activities of the 157 graduates in the years 1949 and 1950. 
The following steps were taken in completing this 
study: 
1. Perillission and approval of school authorities 
was s ecured. 
2. Analysis was made of related literature in the 
field of follow-up studies to furnish background 
for this study. 
3. Using the research instruments of Ryanl and 
Santamaria2, data sheets and check lists were 
developed for thi~ purpose of collecting data 
for this study. 
lRyan, OP• cit., PP• 78-82. 
2santamaria, c., Job Analysis of Office Services Performed 
£l Office Workers in &nall Communi ties, Master's Thesis, Boston 
University, 1941. 
22. 
4. Data sheets and check lists accompanied by letters 
of transmittal were sent out to 1949 and 1950 
graduates. 
5. A follow-up was made by telephone calls to those 
not responding within the first three weeks after 
mailing. 
6. Data obtained from returned data sheets and check 
lists were compiled and tabulated. 
7. Based upon the findings of the study, summary, 
conclusions, and recommendations were formulated. 
Before sending out the check lists, the cooperation of 
the teachers in the business department at Manchester High School 
Central was enlisted for suggestions and criticisms. 
The data sheet was constructed to obtain the information 
necessary to answer th~ questions relative to jobs held at the 
• time of the study. 
The check list was constructed to obtain the information 
desired relative to the frequencr,y of job activities. The check 
list had a total of 44 activities as follows: 18 secretarial 
and typing activities, 7 bookkeeping activities, 4 office 
activities, 11 office machines used, and 4 filing activities. 
In order to learn where these 44 activities should be 
taught, the graduates were asked to check where they considered 
23. 
the activities should be taught, "in school," "on the job", or 
"both in school and on the job." The opinion of the graduates 
should be of valuable assistance to t he teachers in planning 
the cont ent of the courses in the future. 
On October 23, 1950, questionnai res were sent to 157 
graduat es of t he classes of 1949 and 1950. 
The distribution of classes was as follows: 
1949 77 graduates 
1950 80 graduates 
157 graduates 
Names and addresses of the graduates were secured from the 
business depar tment f i les of Manchester Cent ral High School. 
.·~ 
CHAPTER V 
RESULTS OF RETURNS FROM DATA SHEETS 
An interpretation of the data obtained from the com-
pleted questionnaires is presented in this chapter. 
A total of 157 forms was mailed on Oct ober 23, 1950. 
lJi thin one week, 63 returns were received. During the next 
two weeks an additional 52 returns were received. Contacts 
by telephone and personal interview were made during the 
fourth week when 33 returns were completed. 
TABLE III 
THE RETURNS FROM QUESTIONNAIRES 
Time 
End of first week 
End of third week 
End of fourth week 
Number 
63 
115 
148 
Per Cent of Returns 
40 
73 
94 
Table III shows that out of 157 questionnaire forms 
mailed out, 148 were returned. It was gratifying to know that 
at the end of the fourth week there was 9L~ per cent of the bus-
24 
2.5' 
ness graduates who were interested in completing and returning 
the questionnaires. 
Class 
1949 
19.5'0 
TABLE IV 
THE RETURNS FROM QUEBriONNAIRES BY CLASSES 
Number 
Sent OUt 
77 
80 
Number 
Received 
71 
77 
Per Cent 
Of Returns 
91 
94 
Table IV shows that the 19.5'0 business graduates returned 
the larger nUII!ber of questionnaires. However, the response for 
each class was above 90 per cent. 
TABLE V 
GRADUATES WHO RECEIVED FURTHER TRAJNING 
Class 
1949 
19.5'0 
Total 
Number 
10 
17 
27 
Per Cent of the Total 
Number of Respondents 
14 
2.5' 
38 
26. 
In the class of 1949, there were 10 graduates who fur-
thered their training. They represent 14 per cent of the 
entire class. In the class of 1950, 17 business graduates, 
24 per cent of the class, continued their training in post-
secondary schools. They listed these reasons for further 
training: 
1. Specialized work was necessary in particular jobs, 
such as operators of International Business 
Machines. 
2. students interested in becoming medical secretaries 
required additional training for this profession. 
3. Students, who wished to became teachers, enrolled 
for vocational training at Keene Normal School, 
Plymouth Normal School, and University of New 
Hampshire. 
4. Students interested in the nursing profession 
undertook vocational training at Elliot Hospital 
and Sacred Heart Hospital. 
5. Students interested in becoming accountants 
attended business colleges to obtain additional 
training in bookkeeping. 
Class 
1949 
1950 
Total 
TABLE VI 
THE NUMBER OF GRADUATES DOING OFFICE WORK 
Total Number 
Of Respondents 
71 
77 
148 
. 
Number Doing 
Office Work 
41 
47 
88 
Per 
Cent 
58 
61 
59 
Table VI indicates that 88, or 59 per cent, of the 
27. 
graduates were engaged in office work for which they had been 
trained in school. 
28. 
TABLE VII 
TYPES OF POSITIONS HELD BY GRADUATES AT PRESENT 
Position Number Per Cent 
Office-Type jobs 88 59 
Non-Office jobs 25 16 
Full-Time students 27 19 
Married 8 6 
Total 148 100 
Table VII shows a breakdown of activities in which 
the business graduates are engaged. Of a total of 148 graduates, 
eight are married, 27 are full-time students, 25 are engaged 
in non-office jobs, and 88 are employed in office-type jobs. 
29. 
TABLE VIII 
SOURCES FROM WHICH GRAOOATES SECURED. INITAL POSITIONS 
Source Number Per Cent 
Reporting Of Total 
Placement Officer 47 53 
Pe.rsonal Application 22 25 
u. s. Employment 8 9 
Other Source 11 13 
Totals 88 100 
Table VIII shows that 53 per cent of the graduates 
secured initial positions through the placement officer of the 
school. Twenty-five per cent found employment through personal 
application. The remaining 22 per cent obtained positions 
through United States Employment Services and other sources. 
The placement officer at Manchester Central High works in con-
junction with the United States Employment Services in giving 
government tests for employment. 
At Manchester Central High School the placement officer 
performs the following significant functions: securing informa-
30. 
tion about types of positions available, providing assistance 
in finding positions for employable students, and offering 
assistance after placement. 
TABLE IX 
LENGTH OF TIME BETWEEN FINISHING HIGH SCHOOL 
AND 
INITIAL EMPLOYMENT 
Time Number Per Cent Of 
Reporting Total Reporting 
Before Graduation 48 42 
One Mo. After Graduation 31 28 
Two Mos. After Graduation 10 9 
Three Mos. After Graduation 9 8 
Six Mos. After Graduation 15 13 
Totals 113 100 
Through the efforts "of the placement officer business 
students are ·placed in part-time jobs in various industries. 
Thus, these students are able to obtain practical business experi-
ence and to perform business duties for which they are being 
31. 
trained in school. 
Table IX indicates that of the 113 graduates presently 
employed, 42 per cent obtained gainful emplqyment before 
graduation; 28 per cent secured jobs one month after gradua-
tion; and the remaining 30 per cent found work within two to 
six months after graduation. 
On the data sheet, graduates were requested to rate 
in order of their importance the three subjects which were 
most helpful in their present positions. 
TABLE X 
SUBJECTS MOST HELPFUL IN PRESENT POSITIONS 
Subject 
Typewriting 
Shorthand 
Office Training 
Number Reporting 
87 
51 
41 
One aim of the Manchester Central High School business 
department is to develop vocational skills. Table X shows 
that the emplqyed graduates marked skill subjects as most signi-
32. 
ficant and helpful in their present positions. 
Of the number reporting, 87 stated that t,ypewriting 
was the subject most valuable in their present position; 51 
stated that shorthand was most helpful, while 41 reported 
that office training was the subject most helpful. 
Since the pmpose of this survey was to determ.:ine the 
effectiveness of Manchester Central High School's business 
curriculum and to improve its content, suggestions and opinions 
for bettering the business curriculums were sought from the 
graduates. Graduates were urged to be frank and to express 
their honest criticisms. 
From the compiled data submitted b.y these graduates, 
the follovdng table lists the suggestions in order of their 
frequency. 
33. 
TABLE XI 
SUGGESTIONS MADE BY GRADUATES FOR IMPROVING BUSINESS COURSE 
SUggestions 
More emphasis should be placed on 
Business English. 
Students should visit business offices to 
see how actual business is carried on. 
More individual guidance and counseling 
are needed. 
To get used to different voices, students 
should take dictation from people other 
than the teacher. 
More dictation at typewriters is 
essential. 
A course should be given in the 12th year 
for reviewing business arithmetic. 
More penmanship practice should be 
followed. 
More practice in typing figures should 
be stressed. 
Ediphone and Dictaphone C,Ylinders should 
be dictated by people who do not have 
perfect diction. 
Number 
Responding 
39 
21 
18 
17 
11 
9 
8 
The business graduates of Manchester Central High 
School have skills to sell to prospective employers. 
Because of their training, these graduates are classified 
as skilled workers. Although the wages of office workers 
are not as high as those engaged in other fields, office 
workers are willing to remain in their chosen profession 
because of these advantages: good environment and 
steaqy work which does not fluctuate during periods of 
depression. 
35. 
TABLE XII 
SALARY OF GRADUATES OF 1949 
Weekly Salary Number Reporting 
Under $21.00 0 
$21.-$25. 12 
$26.-$30. 17 
$31.-$35. 26 
$36.-$40. 8 
$41.-$45. 3 
$46.-$50. 
Over $50.00 2 
Total 68 
Table XII shows that the average weekly salary of 
the 1949 business graduates was in the $31-$35 weekly range. 
The minimum earning was in the $21-$25 weekly range and the 
maximum earning was in the over $50.00 weekly range. 
36. 
TABLE XIII 
SALARY OF GRADUATES OF 1950 
Weekly Salary Number Reporting 
Under $21.00 0 
$21.-$25. 18 
$26.-$30. 23 
~~31.-$35. 14 
$36.-$40. 5 
$41.-$45. 2 
$46.-$50. 0 
Over $50.00 0 
Total 62 
Table XIII indicates that the average weekly salary 
of the 1950 business graduates to be in the $26-$30 range. 
This may be attributed to the £act that £or the beginner-
employee it was initial £ull-time employment when the 
salary scale is low. The minimum weekly earning was in 
the $21-$25 scale and the maximum earning was in the $41-
$45 range. 
TABLE XIV 
SPECIFIC DUTIES PERFORMED IN SE.CRETARIAL AND TYPING ACTIVI'l'IES 
Where Activities Should 
-
Rank in Be Taught 
Secretarial and Total Number 
'd-8 Order 0'-:> 
T,yping Activities Responding .1:l 
Of Importance .-i .g s~ 0 
"' 
+' 0 ;1§ .1:l Q) 
~ :S :S-o 
~ 8 ~fij 
Filling in printed forms 1 57 1$ 40 2 
Typing reports 2 41 101 20 11 
Addressing envelopes 3 38 35 2 1 
Bills and invoices 4 31 20 8 3 
Carbon Work s 27 2$ 1 1 
Tabulation and Statistical 
work 6 25 5 15 5 
Handling telephone calls 
for employer 7 21 21 0 0 
Typing mailing lists 8 19 19 0 0 
Postal Cards 9 17 17 0 0 \.A) 
-J 
• 
t 
TABLE XIV 
SPECIFIC DUTIES PERFOfu~D IN SECRETARIAL AND TYPING ACTIVITIES 
Where Activities Should 
Be Taught 
Rank In 
Secretarial and Total Number r-f.O 0 0 
Order 0....., 
..c: Typing Activities Responding r-f .g Sl! Of ·:rmportance 0 ...., +' 0 -~ ~ ..c: Q) 
s :S 0 :5'"0 
~ a ~m 
Cutting St~ncils 10 15 15 0 0 
Master sheet for duplicating 
work 11 13 13 0 0 
Taking charge of office during 
employer's absence 12 11 3 0 0 
Taking dictation in shorthand 
and transcribing 13 10 10 0 0 
Transcribing from records 14 7 6 1 0 
Index cards 15 5 5 0 0 
Legal forms 16 3 1 2 0 
Taking dictation direct~ on 
typewriter 17 2 2 0 0 
Form letters 18 1 1 0 0 
\..o.J 
OJ 
• 
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In the questionnaire, business graduates were required 
to indicate approximate_,frequency of performance of specific 
duties relating to their secretarial and typing activities. 
They were also requested to check where, in their opinion, 
those activ~ties should be taught. 
Eighty-eight business graduates of the 148 total res-
pondents filled in the check list forms. Since they did not 
have identical duties in their secretarial and typing acti-
vities, they marked only those tasks which they performed 
in their daily routine. 
Table XIV points out that among typewriting activities, 
filling in printed forms, typing reports, and addressing 
envelopes were the most common tasks required. 
Ranking high in frequency of performance were these 
tasks: taking charge of the office during employer's absence, 
taking dictation in shorthand and transcribing, and trans-
cribing from records. 
The consensus of the majority of the business graduates 
was that these specific duties should be taught in the school. 
TABLE XV 
SPECIFIC DUTIES PERFORMED IN BOOKKEEPING ACTIVITIES 
Where Activities Should 
) Be Taught 
Bookkeeping Activities Total Number ...-1..0 0 0 
Rank ..2>-;> 
Responding .g () Q) 
'd CI)..Q '":I +> 0 -~ d ..Q Q) 
s ..Q 0 +> :S-o 
~ § s § 
Taking Ttial Balance 1 17 17 0 0 
General Jounral Entries 2 11 11 0 0 
Posting 3 10 10 0 0 
Purchases Journal Entries 4 8 8 0 0 
Sales Journal Entries 5 5 5 0 0 
Statement of Profit and Loss 6 3 1 2 0 
Balance Sheet 7 3 1 2 0 
g 
• 
' 
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Those business graduates who performed bookkeeping 
activities rated taking trial balance, general journal 
entries, and posting as duties most frequently performed. 
They agreed that these activities should be learned in 
school. 
TABLE XVI 
SPECIFIC DUTIES PERFORMED IN OFFICE ACTIVITIES 
Total NWDber 
Office Activities Rank 
Responding ' 
Opening, sorting and 
distributing mail 1 54 
Making government reports 2 11 
stock work 3 9 
Waiting on customers 4 7 
Where Activities Should 
Be Taught 
r-t.Q 
0 0 
0'";1 
_q 
.g 0 CD 
..... U)_q 
0 '";) of-) 
0 .~ § ..c: CD s :S :S-o 
~ 8 s~ 
15 30 9 
1 10 0 
0 9 0 
0 7 0 
+=-N 
• 
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Table XVI shows that opening, sorting, and distri-
buting mail was the most common job demanded of the busi-
ness workers. Making government reports, stock work, 
waiting on customers were other specific duties which 
were rated in the order of their frequency of performance. 
The majority of the respondents agreed that these activi-
ties should be taught on the job. 
TABLE XVII 
SPECIFIC DUTIES PffiFORMED IN OFFICE MACHINES 
Where Activities Should 
Be Taught 
Office Machines Total Number 'd-8 
Rank O"";) 
..t: 
Activities Responding .0 s~ r-1 0 
.0 "";) .p 
0 ;j§ ..t: (1) 
0 ..t: Cl) .p 
..t: 
.p't:J 
·t:i 8 ~2 
Adding Machine 1 32 32 0 0 
Monroe, Marchant or 
Frieden Calculator 2 21 18 3 0 
Comptometer or Burroughs Calcu-
lator for adding 3 20 15 3 2 
Comptometer or Burroughs Calcu-
lator for multip~ing 4 13 11 1 1 
Comptometer or Burroughs Calcu-
lator for subtracting 5 9 9 0 0 
Comptometer or Burroughs Calcu-
lator for dividing 6 5 3 1 1 
Bookkeeping -Machine 1 3 1 1 1 
Electric Typewriter 8 2 0 2 
-
g: 
• 
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Table XVII shows that, fromt the data submitted regard-
ing office machines, the majority of business emplqyees checked 
use of adding machine as task most frequently performed. Next 
in rank were Monroe, Marchant or Frieden Calculator, Compte-
meter or Burroughs Calculator for Adding. These employees 
concurred that training in operating office machines should 
be taught and practiced in school. 
. 
·.( .~ 
...:~ 
Duplicating 
Job 
Activities 
Telephone Switchboard 
standard Duplicator 
Rex-a-Graph 
Stamp Duplicator 
Check Protectors 
Mimeograph 
Billing Machine 
TABLE XVIII 
SPECIFIC DUTIES PERFORMED IN DUPLICATING MACHINES 
Rank In 
Total Number 
Order 
Responding 
Of Dnp.ortance 
1 12 
2 4 
3 4 
4 3 
5 5 
6 6 
7 7 
Where Activities Should 
Be Taught 
....-1.0 
0 0 
. 01--;, 
..c: 
....-! .g s~ 
0 >-;, ~ 
0 .~ ~ ..c: Q) 
t> ..c: 0 
Cl) ~ :5-o 
~ 8 s~ 
12 0 0 
3 1 0 
3 1 0 
0 3 0 
0 2 0 
·2 0 0 
b 2 -
~ 
• 
• 
Table XVIII shows that on~ 29 business graduates 
checked specific duties pertinent to duplicating machines. 
Twelve business graduates used telephone switchboard, and 
next in frequency of performance was the operation of the 
Standard and Rex-0-Graph. These graduates indicated by 
check mark that training and operating of duplicating 
machines should be taught in the school • 
TABLE XIX 
SPECIFIC DUTIES P~~ORMED IN FILING ACTIVITIES 
-
Number of 
Filing Activities Rank I Graduates 
Participating 
Preparing material. for 
filing 1 . 71 
Alphabetic by name 2 55 
Alphabetic by subject 3 25 
Alphabetic by location 4 15 
Filing by numbers 5 10 
Where Activities Should 
.Be Taught 
'd-8 
0~ 
.g 13 Q) 
'd tr.l..C:: ~ +l 0 .~ ~ s Q) ..c:: 0 +l ~'d ~ 8 SfJ 
71 0 0 
55 0 0 
15 5 5 
7 4 4 
1 8 1 
~ ():) 
• 
• 
• 
49. 
In compiling the data from the questionnaire, filing 
was noted as the duty most frequently performed by the busi-
ness graduates. From a total of 148, 71 graduates checked 
filing activities as included in their work. 
Table XIX shows that specific duties most frequent~ 
performed were: preparing material for filing, alphabetic 
filing by name, alphabetic filing b.Y subject. 
The business graduates concurred that these specific 
activities should be taught in school • 
5o. 
CHAPTER VI 
SUMMARY AND CONCLUSIONS 
The major problems of this study were to ascertain 
for curriculum revision purposes the activities and duties 
performed by the graduates of Manchester Central High 
School on the job and to determine the effectiveness of 
the business education program at Manchester Central High 
School. 
The findings relative to jobs held by the respondents 
were as follows: 
1. Of the 148 respondents, 113 were employed at the 
time of this study; 88, or 59 per cent, were employed in 
office type jobs; 25, or 16 per cent,of the graduates were 
doing non-office jobs such as employment in factories, in res-
taurants, in transportation; 27, or 19 per cent, were full-time 
students; and eight, or six per cent, were married. 
2. Of the 113 graduates employed at the time of this 
. study, 48, or 42 per cent of the graduates secured their job 
before graduation; 31, or 28 per cent, secured their job one 
month after graduation; nine, or eight per cent of the gradu-
ates secured their job three months after graduation; 15, or 
51. 
13 per cent, of the graduates secured their job six months 
after graduation. 
3. Of the 88 graduates who were full-time office 
employees, 47, or 53 per cent, indicated that the first job 
was obtained through the placement officer of the high 
school; 22, or 2S per cent, obtained their initial employment 
through personal interviews; eight, or nine per cent, of the 
graduates obtained their jobs through the United States Employ-
ment Service. The school w~rks in conjunction with the u. s. 
Employment Service by allowing tests to be given by represen-
tatives of the u. s. Employment Service. 
4. Only 27, or 18 per cent, of the graduates of the 
148 respondents had secured additional training since high 
school. 
S. A large percentage of the graduates felt that their 
high-school training was adequate for success on the job held 
at the time of this study. They were in almost unanimous 
accord that typewriting, shorthand, and office training were 
named as subjects most helpful in their work. 
6. The average salary of the 1949 graduates was between 
$31.00 and $35.00 per week; the average salary of 1950 graduates 
was between $26.00 and $30.00 per week. 
I • ~ • ., 
; ,._ I f 
1. The graduates made the following suggestions: 
a. More emphasis should be placed on business 
English, 
b. Students should visit business offices to 
see how ~ctual business is car~ied on. 
c. More individual guidance and counseling is 
needed. 
d. Students should take dictation from people 
other than the teacher. 
e. More dictation at typewriters is essential. 
f. A course should be given in the 12th year 
for reviewing business arithmetic. 
g. More penmanship practice should be followed. 
h. More practice in typing figures should be 
given. 
52. 
i. Practice in transcriblng dictation from Ediphone 
and Dictaphone machines. 
53. 
Since one of .the purposes of this stuqy was to determine 
those activities most commonly performed by recent graduates 
engaged in office occupations, a check list was selected for 
collecting this type of data. 
Business graduates were requested to indicate approx-
imate frequency of performance of those tasks relating to 
their job activities and to express their opinion where these 
tasks should be taught. Among the secretarial and typing 
~ctivities filling in printed forms ranked first. TYPing 
reports, addressing envelopes, taking charge of the office 
during employer's absence, taking dictation in shorthand and 
transcribing were activities essential to their daily routine. 
The majority of the business graduates agreed that these 
specific duties should be taught in school. 
In the bookkeeping activities, taking a trial balance 
ranked first in this group. Most of the graduates felt that 
the majority of bookkeeping activities should be learned 
and practiced in school. 
Among office activities, the most common job required 
was opening, sorting, and distributing the mail. Most of 
the graduates believed that these activities should be 
taught on the job. 
The adding machine was the office machine most fre-
quently used by the office worker. Only twelve graduates 
reported that they were required to use telephone switch-
board. They indicated that training for operating machines 
and switchboard should be taught in school. 
54. 
CHAPTER VII 
RECOMMENDATIONS FOR IMPROVING Tli""E BUSINESS EDUCATION 
~'CURRICULUM AT MANCHESTER CENTRAL HIGH SCHOOL 
55. 
Based on the findings of this study and the conclusions 
already presented, the following recommendations are made: 
1. T,ypev~iting students should develop a high degree 
of skill in those activities which are required most fre-
quently on the job, such as: filling in printed forms, typing 
reports, addressing envelopes, typing bills and invoices, and 
typing for duplicated work. 
2. More attention should be given to judging correct 
spacing and placement of letters. 
3. Typewriting students should be given more oppor-
tunity to type the business forms used in the community. 
4. students should be trained to work under pressure. 
This may be accomplished by assigning work to the typing 
students which nmst be completed by a given date. 
5. Students in typewriting should re given more prac-
tice in typing figures. 
6. Greater emphasis should be placed on spelling, 
punctuatio~and grammar. 
56. 
7 • Training in the use of the adding machine should 
emphasize skill in addition. 
8. Students should visit business offices to see 
business in operation. 
9. Some provisions should be made for training in 
proper telephone technique in the office. 
10. Students in the bookkeeping co~rse should be 
required to develop an understanding of taking a trial balance. 
They should have also a comprehension of ter.ms pertinent to 
financial records. 
11. The following filing activities should be stressed 
in school preparation: preparing material for filing and 
filing alphabetically by name. 
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APPENDIX 
October 23, 1950 
Dear Graduate: · 
To better prepare our students at Manche~ter 
Central High School for success in later life, I am 
making a follow-up stuqy of 1949 and 1950 graduates in 
order to .find out the difficulties they may have en-
countered in the business world, and to receive their 
constructive criticism and suggestions to help future 
graduates. 
You are in a position to render a real service 
to us at Manchester Central High School. The in.forma-
tion you give will be held in strictest confidence. It 
will be used only in making summaries and general re-
ports. Your signature is needed as a means of .checking 
returns received. 
A reply within the next few days would be 
appreciated. A stamped, addressed envelope is enclosed 
for your convenience. 
Sincerely ·. yoilrs, 
58. 
JOSEPH E. BRONSTEIN 
Manchester Centrai High School 
Business Education Department 
Encs. (3) 
A SURVEY OF THE 1949 - 50 BUSINESS GRADUATES 
OF MANCHESTER CENTRAL HIGH 
Your name ________________________________ Y.ear of High School Graduation ____ __ 
1. Please list jobs held since graduation: 
NAME OF FIRM TITLE OF POSITION DATE OF EMPLOYMENT 
2. When did you obtain your first job? Before Graduation 
Number of Months -----------
After Graduation 
------------------
3. Have you secured additional business training since graduation from Central? 
Yes _______ ~No ________ _ 
4. If you answered 11Yes11 to Number 3, please state where and give the type of 
training received: 
5. If employed full time, what is your weekly income? Please check. 
$36.oo - $4o.oo 
---$41.00 - $45.00 
___ $46.00 - $50.00 
Over $50.00 
Under $21.00 
---$21.00 - $25.00 
$26.00 - $30.00 
---:$31.00- $35.00 
----
6. Check sources from which you secured your first job? 
Placement Officer 
--------
Private Employment Agencies 
-----Friends or Relatives 
Advertisements -----
u.s. Employment Service 
Other: Please Specify ------
Personal Application 
-----
7. List the three subjects which in your opinion helped you in your present 
position. Rate these in order of importance: 
Typewriting 
Shorthand 
Bookkeeping 
Office Training 
Commercial GeograpQy 
Business Training 
Commercial Law 
Economics 
1. 
-------------------
2. _________________ _ 
3. __________________ _ 
B. Have you any suggestions and opinions for improving the business education 
course at Manchester Central High School? 
(Please be frank because we are looking for criticism in order to improve 
our business program). 
SURVEY OF JOB ACTIVITIES OF BUSINESS GRADUATES OF 
MANCHESTER HIGH SCHOOL 
P lace a check ~ t o indicate approximate freq uency of performance 
APPROXIMATE 
FREQUENCY OF PERFORMANCE 
..... 
0 
» 
...c: ..... "<!' »,..!<~ »-:5 C'l l)j 0 
--
b.O ;:::; "'tj ,...; :::1 :::::: Q.) :::::: s:: C'l s:: ~ 0 l)j Q.) l)j 0 JOB ACTIVITIES s:: b.O ---- » '"'..!<I § ~ § s ,...; l)j ~"'tj l)j s:: 
-:5 Q.) · .-< Q.) • .-< 
..cl:.;;l o '"d 
.,_, ~ Q.) 00 .-c: 00. Q.) .,_, s:: ~ 1:l.,_, ll:i ,..c: .,_, ... 
"<!' ~ 00. Q.) Q.) (J ...c: ~.,_, Q.) 0 2) ~ ---- Q.) 00. > ~ Q.) 0 b.O O,...c:: ,...; > ~ Q.) o-E s Q.) Q.) Q.) :::1 Q.) gp ~ Q.)'-1-< Q.) l=l 0 l=l l=l 0 l=l ol:J l=l 0 Q.) 0 0 0 0] l=l > ~ ~ ~ ~ .,_, ~.,_, 0 Q.) 
~ 
I. Secretarial and Typing Activities 
1. Filling in prin ted forms 
2. Bills and invoices 
3. Addressing envelopes 
4. P ostal cards 
5. Index cards 
6. Tabulations and Statistical work 
7. Typing reports 
8. Legal forms 
9. Typing mailing lists 
10. Form letters 
11. Carbon work 
12. Cutting stencils 
13. Master sheets for duplicating 
work 
14. Taking dictation in shorth and 
and transcribing 
15. Transcribing from records 
16. Taking dictation directly on 
typewriter 
17. Taking ch arge of office during 
employer's absence 
18. H andling telephone calls for 
employer 
H. BOOKKEEPING ACTIVITIES 
19. General journal en tries 
20. Sales journal ent r ies 
P urch ases journal entries 
P osting 
23. Taking trial balance 
24. Statement of profit and loss 
25 Balance sheet 
Ill. OFFICE ACTIVITIES 
26. Making Government reports 
27. Opening, sorting an d distri-
buting mail 
28. Stock work 
29. Waiting on Customers 
L- - ~ 
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SURVEY OF JOB ACTIVITIES OF BUSINESS GRADUATES OF 
MANCHESTER HIGH SCHOOL ( Con'd) 
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IV. OFFICE MACHINES 
30. Adding Machines 
31. Monroe, Marchant or Frieden 
Calculator 
32. Comptometer or Burroughs 
Calculator for adding 
33. Comptometer or Burroughs 
Calculator for multiplying 
34. Comptometer or Burroughs 
Calculator for subtracting 
35. Comptometer or Burroughs 
Calculator for dividing 
36. Bookkeeping machine 
37. Electric typewriter 
DUPLICATING MACHINES 
38. Mimeograph l 
39. Liquid duplicator 
Standard 
Rex-o-graph 
Other than above 
40. Telephone Switchboard 
Other office machines 
LING ACTIVITIES 
41. Alphabetic by name 
42. Alphabetic by subject 
43. Alph!ibetic by location 
44. Preparing material for filing 
Other filing-Please specify 
VI. OTHER ACTIVITIES NOT LISTED 
I 
- ·-
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